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22 Dec. 1953

INTERIM PROC FOR OBT. G C

SUPPORT AT AGENCY HEADQUARTERS

REFERENCES: (a) Paragraphs 15, 16e and 16f, Rezulational 25X1
(b) Notice| |

1. GENERAL

a. In accordance with the above references, the Chief of Logistics
is responsible for srranging for the itransportation of personnsl, equip-
ment, property, and supplies in the metropolitan erea of Washington, D. C.

be For purposes of these instructions, the metropolitan area of
Washington, D. C., is defined as that area including the Distrioct of
Columbia and Alexandria City; Arlington and Fairfax Counties, Virginia;
and Montgomery and Prince Georges Counties, Maryland. This delinsation
of area is provided as a general guide to all concerned rather than as a
restriction on activities. BEach request for vehicular support ocutside
this general area, although normally provided for on a commercial basis,
will be considered on its relative merits.

¢. The procedures outlined herein will be effective 4 January 1954
and will apply pending publication of revised Agency regulatory material.

2. SCOPE

These procedures are applicable with regard to all vehicular support
required for the conduct of official Agency activities, except that
support requiring the uase of privately-owned vehicles and cash fare taxi,
street car, or bus service.

3. TYPES OF SERVICE AVAILABLE

The following types of wehicular support are availables
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a. Shuttle Bus Service

(1) A1l Agency employees will utilize the scheduled shuttle bus
service to the maximum exltent possible.

(2) OCurrent schedules will remain in effect until further notics.

(3) A1l matters pertaining to the shuttle bus service, including
requests for the initietion of nsw service, recommended changss to
existing service, complaints, ste., will be submitted in writing to
the Chief of Logistics, Attn: Chief, Transportation Division.

b. Motor Pool Service

(1) A fleet of chauffeur driven vehicles are available for the
transportation of persomnsl engaged in official Agency business, on
both & prearranged and an on-call basis.

(2) Requests for motor pool service will not be made for the
transportation of -employees batwesen points on or in the near vicinity
of the regularly schsduled shuttle routes, except when such service
is for the personal use of Deputy Directors, the Director of ITraining,
the Assistant Director for Communications and their Deputies (her_ein-
after referred to as Chiefs of Major Componsnts); and Assistant
Diractors in the Office of the Deputy Director (Intelligence), Chiefs
of Offices in the Office of the Deputy Director (Administration),
Chiefs of Senlor Steffs and Area Divisions in ths Office of the Deputy
Director (Plans) (hereinafter referred to as Operating Officials) ’
and their Deputles.

¢. Local Drayage Service

‘ A fleet of trucks, with drivers, ars available for the trans-
portation of offieiel Agency materiel. This does not include materiel
falling within the classification of mail or for the transportation of
items properly deliverable by scheduled or special couriers.

de Ono=-Time "U=Drive~-It" Service

(1) A limited number of vehicles (passenger vehicles and trucks)
are available for the transportation of personnel, equipment, property
and/or supplies under conditions where it is not desirable for persons,
other than those primarily concerned, to have knowledge of the places
to be visited or where the particular requirement at hand involves use
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(2) Requests for this type of service will be closely controlled to
prevent unauthoriszed use or vehicle abuse and, further, will be limited
to instances wherein the office or other activity concerned can provide
a properly qualified CIA licensed driver.

e. Assigned Vehicles .

(1) Vehicles, without drivers, will be permansntly assigned for the
exclusive use of thogse offices or activities justifying requirements
therefor. Such vehicles will be assigned to the office concerned rather
than to individuals except vehicles assigned to individuals on Declaratim
of Trust, Operating Officials will designate a responsible subordinate
to sign for and be responsible for sach such vehicle, -

(2) The office or activity to which such vehicles are sssigned must
provide properly qualified CIA licensed personnel for the operation of
such vehicles and will establish controls to ensure that only such
licensed personnel operate the vehicles.

(3) A11 such vehicles, except those vehicles which are further
assigned to individuals on Declaration of Trust, are subject to recall
for scheduled maintenance and/or other required servicing on call of
the Chief, Highway Branch, Transportation Division, Logistics Office.
The Chief, Highwey Brench, will attempt to schedule such maintenance or
servicing in such a manner as not to interfere with priority commitments.
Where such cannot be arranged, a substitute vehicle may be assigned for
the required period of servicing.

(4) Responsibilities for the maintensnce and preperation of required
records and reports with regard to assigned vehicles will be established
at the time of assigmment of each such vehicle. Offices presently
assigned such vehicles will contimue to maintsin and submit such records
and reports as are presently in effect until further notics.

f. Chartering and Hiring Service

’I‘ba‘ Chief of Logistics or his designee will arrange for, or assist in
arranging for, the chartering or hiring of commercisl facilities for the
support of Agency activities requiring such type of service.

g. Night, Weekend and Holldaey Service

Two chauffeurs are available to provide for scheduled night, weekend,
and holiday service and such other passenger service as may be directed by
the CIA Watch Officer. _
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4. REQUESTING PROCEDURES

a. Genoral

(1) Requests for vehicular support other than local draysge service
will: )

(a) Be directed to the Chief, Highway Branch, Transportation
Division, Attn: Operations Officer, extansion| |

_ (b) Be made only by designated representatives of the office or
activity concerned. In order to implement this procedure, each

office or activity head will subtmit in duplicate to the Chief, Highway
Branch, Transportetion Division, Logistics Office, at the earliest
opportunity, the NAME, TITLE and PHONE EXTENSION of those psrsonnel
authorized to request vehiculaer support for their respective offices.
Normally, each office should have at least two and not more than

three designated personnsl.

(c) Be submitted as far in advance as possible. The effective-
ness of the support furnished will be directly related to the degree
of compliance with the principle of early notification as to require-
ments, Wherever possible, requests for service on any particular
day will be made prior to 1600 hours on the last working dey prior
to the day on which the service is desired. This should not be
interpreted as precluding earlier placement of requests. All requests
involving service prior to 0830 hours on any normal workday will be
submitted in accordance with this requirement.

(2) Requests for local drayage service will be submitted in the
manner as indicated above to the | Supply Division,
Logistics Office.

b. Motor Pool Service

(1) Request for motor pool service may be made, by authorized
personnsel to the Chief, Highwey Branch, Transportation Division, Attn:
Operations Officer, exbensions_| | The following information
will be furnished, preferably in the order indicated:

(a) Name and title of individual placing the request.

(b) Title and phone extension of person for whom service is
requested (senior person, if more than ons).

(c) Totel mumber of passengers to be transported.
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(e) Pick up point.
(£f) Time pick up is desired.

(g) Destination, where necessary, gensral terms may be used,

25X1

(h) Whether return trip service will be required, and, if so,
vwhen, The Motor Pool Operations Officer will determine whether to
ingtruct drivers to walt or return on all trips. Chauffeurs will
be instructed to walt for psssengers only vwhen previous arrange-
ments have been made. Officials requiring return trip service after
normal duty hours will request such service from the Motor Pool prior
to 1700 hours or the CIA Watch Officer after 1700 hours.

(2) Requests for special motor pool service to points outside of
the metropolitan srea of Washington, D. C., except to "fringe" areas,
should be submitted to the Chief, Highway Branch, Transportetion Divi-
gion, Attn: Operations Officer. These requesis should be submitted in
writing at least twenty-four (24) hours prior to the time service is
required., A4ll concerned are reminded that normally such travel should
be accomplished commercially under appropriaste travel orders.

¢. Local Drayage Service

(1) Requests for local drayage service, except for service to be

furnished on a regularly scheduled recurr bagis, may be mads by
authorized personnsl, by telephone to | | 25X1

| Requests for service .on a regularly scheduled recurring
sls will be coordinated with, and confirmed in writing to, the Chief,

| | The following information will be furnished with
regard to all requests:

(a) Name and title of individual placing the request.

(b) Neme, title, phone number and address of person to be
contacted to obtain materiel to be transported or necessary documente-
tion and/or instructions required to effect pick up.

(c) The total weight end cubs of the materiel to be picked up

and the dimensions (length, width, height) and weight of the largest
plece to be trangported.
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(d) The true commodity classification (general classification
will suffice) of the mﬁriel to be transported.

25X1 () [ requirements, if any. Requesting office will
obtain sscurity spproval if required.

(£) Pick up point if other then same point indicated in (b) _—
above. \

(g) Time of pick up if necessary. Normally time of pick up
will be limited to a particular day rather than any particular
hour. _ -

(h) Destination of the materiel. If more than one destination
is involved, clearly designate items to be delivered to each particu-
lar point.

d. One~Time "U~Drive-It" Service

(1) Requests for "U~Drive-It" Service may be made by authorized )
personnel, by telephons -to the Operations Officer, extensions ’ 55)(1
25X1 [ | The following information will be furnished:

(a) Neme and title of individual placing the request.
(b) General purpose for which the vehicle will be used.

(c) Type of vehicle required, to include type of license tags
desired. The Operations Officer will assist requesting parties in -~
determining the type of vehicle required in those instances where
the load or other factors so dictate.

(d) Time at which it is desired to pick up the vehicle at the
Motor Pool, (Q Bldg. Pool). -

(e) Estimated time at which the vehicle will be returned to the
Motor Pool.

(£) The name of the person who will actually drive the vehicle.
The driver must be qualified to operate the type vehicle requested
and have a CIA Operator's Licsnse.

(2) Upon reporting at the Motor Pool, the driver will present his
CIA Operator?s license and complete the applicable portions of the
vehicle sign out form which will be furnished by the Motor Pool Dis-
patcher. . -
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